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Welcome to Web Bill Presentment

The State of Louisiana’s Office of Telecommunications Management (OTM) has implemented
the Web Bill Presentment (WBP) application to allow the State’s agencies to view their monthly

telecommunication costs via the internet.

All agencies will continue to receive a monthly invoice, summarizing their charges, along with
any appropriate paper backup from vendors. However, through this application, agencies will
receive “electronic” detailed reports of these charges, that can be:

downloaded and saved to the user's computer or network,

charted and graphed for a clearer picture of telecommunication expenditures,

emailed in part or in whole to other personnel.

These electronic reports will greatly reduce the use of paper and its cost to the State, and thus

to all agencies.

There are two levels of agency users in WBP.
Administrator: Telecommunications Coordinator (TC) for agency
o can view and download data to their appropriate OTM cost center/ accounting
center numbers
0 can add and remove users in their agency
0 can assign data viewing privileges equal to or less than their own
End User
o can view and download data for those OTM cost center/ accounting center
numbers to which they have been given privileges

0 cannot add new users



Standard Features and Functions

There are some features of WBP that remain constant through out the system.

Tabs: in the upper right corner of the screen there are two tabs, Reports and Admin.
“Folders” and functionality for these tabs vary with the user role and data viewing
privileges. Clicking on one tab or the other takes you from one set of functions to the

other.

Folders: along the left side of the screen there is a column of folders or functions
preceded by a small arrow. These vary by user role and data viewing privileges. When
you click on a tab, one of the folders is automatically displayed in the center of the screen.

Clicking on a different folder listed to the left displays a different screen of functionality.

Home: within the data screens there is a home button. Clicking on this button will take

you back to the first screen for the folder.

Cost Center: This term is used interchangeably with Accounting Unit (AU). For the
State of Louisiana there are several levels of cost centers, designed in a hierarchy or
pyramid.

0 The highest-level cost center is

Level 4 and all Level 3 cost centers

“point” to this Level 4 cost center.

state

The Level 4 cost center is a 3 St
division

fictitious number to create the top of

N
é;@

the pyramid. ~ 2 state agency

0 Level 3 cost centers represent

State Divisions. (example: 01 — 1 cost center
Office of the Governaor) —
0 combination cost center
0 Level 2 cost centers are grouped and location

together by the Level 3 cost center
to which they point. Level 2 cost centers represent State Agencies. (Example:
800 — State Group Benefits)

0 Level 1 cost centers, which are grouped together by the Level 2 cost center to
which they point, are the AU or org. There may be one or more AU’s within a

State Department or Agency, therefore there may be one or more Level 1 cost



centers pointing to it's Level 2 cost center. (example: B808-2222 —
Telecommunications-Director)

0 Level O cost centers, which are grouped by the Level 1 cost center to which they
point, are the combination of the AU (the Level 1 cost center) and the location of
assets or inventory within the AU. (Example: B808-2222/1201 N. 3" Street,
OTM Administration, Baton Rouge)

Drill Down: When viewing data, you will first be presented with the highest level cost
center for which you have viewing privileges. You can “drill down” to lower cost centers
by clicking on the cost center code. The screen will “refresh” and the next level of cost
centers will appear. (You may have to use the scroll bar to the right of the screen to “roll”
to data appearing below.) Charges are associated with Level O cost centers only.
Therefore, depending on the user’s privileges, he may have to drill down through

more than one level of cost centers to see the charge data itself.

Save: On most screens with charge data there is a save button. By clicking on this
button, you begin the steps to save the displayed charge data to your computer or

network drive in an Excel spreadsheet.

Logout: In the upper right hand corner of each screen is a logout button. You may log

out of the system at any time and from any screen.



Logging In

A. Open Microsoft Internet Explorer application.

B. Enter the following address in the address field near the top of the screen:
www.louisiana.gov/otm/bill

C. Press <Enter>

D. The Login Screen will appear.
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E. Enter your User Login. Use all lower case. (This is usually your first initial and last name.
In some cases, because of duplication, it is the first name and last name.)

F. Enter your Password. Itis case sensitive.

G. Press <Enter> OR click on the Login button.

H. The Welcome Page will be displayed.



I.  Note the two TABS to the upper right: Report and Admin.
J. Note the two FOLDERS in the left column: Edit Profile and Change Password. These are
2 of the folders for the Admin tab.
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Change Your Profile

TR MOMIES Web - Micresoft Intermet Enplover provided by ATET WeeldSet Service y =1E_]_'-E]
Fi= Edt Yew Favotes Tods  Hep
Ackvess W] b J204 150,242, 70 Session oy ol e quest Trps=log miac on_seent=c_logn 7| @ |k

Edit Profile

e Poslee A0 minsrator

“Farel Mames: [Karen
‘Last Namez |Litz

‘User Logie (ks

Tt Al drses: |a;11'aTI addrass
Ploes: [reaeremremn

Deescripion |l

Last Updaied: K Uz - 046220002 - 02:20 I.:"H

:p_'] [ons | | |. Ircermeat

ifisert| | 1) @ o e ] LY | ﬁ]m-mimh] f5i b - mcosa, ]'.\e_‘;\m—mn | wee = oen i | Ll A e Ro TR S8 som

A. Click on the Admin TAB.
The Edit Profile FOLDER is automatically displayed.

w

C. You can return to the Edit Profile screen at any time by clicking on the Admin tab and Edit
Profile folder.

D. You can update YOUR profile by changing any of the displayed data except the User
Login.

E. Click on the Save button to save the data. A message “Record Updated Successfully” will
appear in blue above the Back and Help buttons.

F. Click on the Back button to return to the previous screen. If the Back button is clicked
before the Save button, data will not be saved.



Change Your Password
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A. Click on Change Password FOLDER.
B. You can change your password by entering and then re-entering (confirm) a new password.
C. Click the Save button to save the new password. A confirmation message appears.



Billing Reports

There are four reports available for viewing through Web Bill Presentment.

A. Allocation Detail Report—provides detail charges by inventory number within the cost
center.

B. Allocation Summary Report—provides summary charges by charge type for the entire
cost center.

C. Consolidated Detail Report—provides summary charges for each inventory item in the
cost center by charge type.

D. Cost Center Detail Report—provides ability to download in one file detail charges for alll

inventory items in the cost center.

To access the reports click on the Report TAB and the Billing Report Folder.
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Allocation Detail Report

A. On the Billing Report screen, click on Allocation Detail Report.
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B. Select the Report Cut-Off Date from the drop down menu.

C. Click on the Next button.

D. The screen will change, and the highest level cost center to which you have access will be
displayed.



E. Click on the cost center and drill down until you reach the AU/location combination with

charges that you wish to view. (Charges only occur at the au/location combination level—

level 0.)
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F. The screen will change and a list of inventory numbers (assets) appears.

T MONESWen - Marosoft Intermet Explorer provided by ATET WoeldSet Service LIE

| Fia Eoc Mew Pl ok Hep j - |
bk« =« G [F] A} Qe [wifemites (Hston | e 2 [ - 5

| mmlﬂ M 20198, 292 28 Sess orvoon ir o errraquest Ty pe=bogi ndadk kn_gvent=oo_kgin ﬂ I}Cn .-I.Hc:- “'.

Repart Selection

Saloct an Allocation Desoription

Selectad Report: Alocation Dedsil Regort

Cataff Date; 31-WaR-2003

Cost Center: B30 - 150 3R0 ETAOTHM ADMINIETRATION, BATOM ROUGE
Todal Changes: HESE

= Back | Home

Select an Imeentory Humber S EETET PEE SR
(201426008 -- #16.58
5225:142555? -4 55
|2251427667 -~ £17.09
2253422701 -- £30.02 =]

Inventeny Humbar: 2252195554
Inveneny Mame:
Tatal Charge Amount: 1658

Allocation Description Charge dmnount
31880
SUPPORT SERVICES FEE .03

[ e

i

stont] | A G EEE | S -ou | Elinbe b [ osmesw_ Bjep e, | Frreite| ad @5 ELSOOITESE  oim

G. Use the scroll bar next to Select an Inventory Number to find the one for which you wish to
see detail charges.

H. Highlight the inventory number by clicking on it.

I.  The detail charges, by charge type, will appear below.

J. Click on a charge type to see the detail charges.
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K. Click on the Save button to download the data. (See Saving Data Section.)
L. Click on the Back button to return to the list of charges by Allocation Description.
M. Click on the Home button to return to the list of Billing Reports.
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Allocation Summary Report

A. Click on the Allocation Summary Report.
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B. Select the report date from the Select Report Cut-Off Date drop-down menu.

C. Click on the Next button.

D. The screen will change and the highest-level cost center to which you have access will
be displayed.
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E. Click on the cost center and drill down until you reach the AU/location combination with

charges that you wish to view.
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F. Alist of charges for the entire Level O cost center by charge type will appear.
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G. Click on the Save button to download the data. (See Saving Data Section.)

H. Click on the Back button to return to the list of Cost Centers.
I. Click on the Home button to return to the list of Billing Reports.
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Consolidated Detail Report

A. Click on the Consolidated Detail Report
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B. Select the report date from the Select Report Cut-Off Date drop down menu.
C. Click on the Next button.
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D. The highest level cost center to which you have access will be displayed.
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E. Click on the cost center and drill down until you reach the AU/location combination with
charges that you wish to view.
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F. Alist of inventory numbers (assets) appears.
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G. Use the scroll bar next to Select an Inventory Number to find the one for which you
wish to see charges.
H. Highlight the inventory number by clicking on it.
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I. All detail charges, by charge type, will appear below.
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Toal Charges: 316.59

= Back | Hame ES\EI

Fllocation Description  DaeTime Numnber Called Place Called Change Dest E;'::""Euﬂ
DIAL TONE SETANDARD
et 0331 20075 000 Ah BASIC CLASS 00 $1651
- FOR DAL TORE
SUPPOAT SERYICES FEENIA1/2005 04 57 P Sl oo s
Total Charge Smoiini: : £1559
e = @ i

istn| | A G EEL | Sk Brbe- @ e, | B | el @ETLSoOTE S8 1mm
J. Click on the Save button to download the data. (See Saving Data Section)

K. Click on the Back button to return to the list of Inventory Numbers.
L. Click on the Home button to return to the list of Billing Reports.
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Cost Center Detail Report

A. Click on the Cost Center Detail Report

T MONESWen - Macrnsoft Internet Explorer provided by ATET WoeldSet Service IR

| Fia B0 Wew Favrles Tk Help ; -
Gu bk v =+« B3 ] i} DhSeach [agfeoikes fHsony | By SF - &

. Addr e |vE| R 204,196, 292 25 Sess orvson ir ol erFraquest Ty pe=ebogi nduack n_gvwent=oo_kigin ﬂ r}'f:h | | Links: ”
MIDNIES// 44

Regon | Admin
Report Selection
Saloct & Cul-ofl date, then click Noxt
Salected Report: Cost Genter Datail Repart
Cart.aff Date:
Cost Center:
Total Changes:
-tElm:k]H:lrre] Hen > |
Select Reggrt Cut-0f Dade| 01312003 =
01731/2003
02 03
& oore T e
st | A @ oo BELY | Sarbos- | Bicbos- [ o B | B, fel@sTh@odFRSE  4xm

B. Select the report date from the Select Report Cut-Off Date menu box.
C. Click on the Next button.
D. The highest level cost center to which you have access will be displayed.
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T MONESWen - Macrnsoft Internet Explorer provided by ATET WoeldSet Service IR

| Fia Edc Wew Fawies Tok He | 5 |
Gabeck v o= o ¥ (2] 2} QASesch [aifeoikes (fHstoy |G- b W - S
. mﬂﬂ |vE| R 204,196, 292 25 Sess orvson ir ol erFraquest Ty pe=ebogi nduack n_gvwent=oo_kigin ﬂ r}'f:h | | Links: '_"

Report Selection =
Salect & Cost Canter
Salectad Report Com Gerter Datail Repon
Cart.aff Date; A -wiAR-2003
< Back | Hame
Cast Cantar Cost Cantar Daseription Parent CC h:‘::;nr CHARGE
OFFICE OF TELECOKM o 3
IMANAGERENT
i) TELECOMMURMCATINE MEC B0 1
BatE.22] TELECOMMUNGATIONS DRECTOR: 68 1
TELECOWMUMCATICNS-DIRECTOR  BAE-2222 0 FERETR: 5]
TELECOMMUMGATINS-MRECTOR.  E3IET223 o §1E1 B4
TELECOMMUNCATIONS-RECTOR  E3IEIZm o £ 04855
W TELECOMMUNCATIONS-IRECTOR  BIB-3223 o 54964 70
L TELECOMMUNCATICNEDIRECTOR  BR0B-12 o £3.4E2.01
CUSTOMER SVES BATON BOUGE
& 5
. L TELECOMMUNCATICNS TRECTOR  BA0E.7223 o 53 18
EG06:222) - 16) 3AD STAOTH PAGERS,
ez TELECOMMUNCATIONS DIRECTOR  BA16-2222 o 1,086 07
: 2
B TELECOMMUNGATIONS IRECTOR 689082222 i 12030
TELECOMMUMCATIONS-DIRECTOR  B0E-2222 i} 2 A7 07
ESE-22 - 150 THIED =T - STATE OFC
BLOIG. BATOM ROUGE TELECOMMUMCATIONS-HRECTOR  BE0E-2222 0 51,311 63
EBIE2222 - 1500 I, 380 - ISE. BATON =
EME_' ------ S TELECOMMUMCATIONS-RECTOR  B3IE222 I} SR AT o

I core

stont] | 0 @ £ B LY | Sk | ks 8 mon. S, | B, Wl RSEEGOUTRSE um

:' T .

E. Click on the cost center and drill down until you reach the AU/location combination with
charges that you wish to download.
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F. A message will be returned indicating the number of lines of data that will download.

T MONESWen - Macrnsoft Internet Explorer provided by ATET WoeldSet Service . IR

| Fia B0 Wew Favrles Tk Help ; -
Subeck v o G A} QEest [wifenies s | By S B - 5

. Addr e |vE| R 204,196, 292 25 Sess orvson ir ol erFraquest Ty pe=ebogi nduack n_gvwent=oo_kigin ﬂ . r}'f:h | | Links: ”

Repart Selection

The repor you have requesied has a o count of: 156

Salectad Report; Gzt Cantar Detsil Report

Cartoaff Date: - R-2003

Cost Center: Ba0e-22 - 150 3R0 STYOTM ADMINISTRATION, BATON ROLKGE
Tolal Changes: 31,4355

< Btk ] Hare ] Save |

| Inmmat

B

stont] | 0 @ £ B LY | Sk | ks 8 mon. S, | B, el @TELAQGTRSR e

G. Click the Save button to begin the download process. (See Saving Data Section for
further instructions.)
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Saving Data

A. From any screen with data and a Save button, click on the Save button.
B. The File Download box appears.
C. Confirm that the “save this file to disk” is selected and click the OK button.

sl
E—'rl B ¥Werv Favprldes Thols  HEY -
bk v = ¢ 3 [E £} Pleet [aifenies CfHsor | Dy S [ - 5

:Mciu:|g] it 204,196, 2492 25 Sessonson br ol s Fraquesk Ty pr=logindadion_pvent=0a_lagin j P f'lm“

Report Selection

The repor you have moguesied has 2 mme count ef: 156

Selected Report: nsk Gantar Dedail Raoor

Cutaff Date: File Dowanbo ad i T |
Cost Center: 4o hata chisen b downisad & ke o hislocation. [PATION, BATON ROLGE
Total Changes: 31,M3.55

= Back | Hame | Savwe

- UGESCATIFS e =31 #AR 2000 from 2041362423

bt would vou Bke io do vith iz fle?
¥ Open this bl fom il curen| bcston
15 Smem thir ke 1o dink

:.' 7 .

2] Core |
stont] | (0 @ 0 LY | Sk ] ke[ mone. B, | B, | el @SELEQITESR 1em
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D. Determine the location to which the data will be saved.

E. Create a file name for the data. You may want to include date, cost center and location
in the file name.

F. Click the Save button. Save the file with a .csv extension that can be viewed in Excel or
imported to Access.

3 MONIESWen - Meinsnft Internet Penlorer peovided by A TRT WoneldS et Service

[Fe EiE Wk Faviries T Hel =

| wpeck v = @ E A Deern [Fmorke lHey | By 2 @ - 5

| Ak s |#] retmyifzos 196 292 26{Sems ooon rod s Frequesk T pe—kog naaction_event-do_ogn =] g | e
MIINIES//44 & eTLe
Remon | Admin

Report Selection
Thar report youw have mouesied has 2 e count ef: 156
Salectad Report ozt Cantar Dedsil Rapart
Cartaff Diate: 31-hdAR-2003
Cost Center: = EINISTRP.TIDN. BATON ROLKSE
Total Charges: ) il 2w
_ el B3
< Back ] Hare ! Save | :
Sernie | M Docamants o ~EBeE-
: [ hscat Mgt Peodct ] MOMIES et _I'WEE Eilling
|1 fi=nk O (MY Fictres R Sarvie Regues:
ca1? Inmmw Cmoped chents
- [ coneumers Brange [ Parconal
E’ = customer Testinonial C Pofessonsl Secs
TS |1 s Pz (X 5akes
: |1 Exakon [CJ5HshMRLES
ﬂ |11t nerer s [l 5tate of Lousiana
My Document [ BT Jsninfa
[ Haraged Sarviens 2 Tran Wrakem
=
— e s Cos oo of D
Hu Compuier
i; =
IR T = §
e R o [ e |
Swestype  [Miocook Evcrl Corms Seporaied Vuss Fie ] CREH

Fitore = Sl

Bon] | QG PO | o] Tt o] Epine. | B | B [ od @S HLROITESE e
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G. A message will return when the download is complete.

H. Click the Close button to return to the WBP application, OR

I.  Click the Open button to view the Excel spreadsheet.

a MONIESWen - Meinsnft Internet Peplorer provided by ATAT WoetdS et Servire.

| P Efl Very  Favprles  Tiols  HEj

Gu bk v o=« B3 [ A} PASeach [adfmokes CfHsey | By S [ - &

| A e |vE| Hp o204, 196, 2492 25 Sess orvson ir ol e Praquest Ty pr=bogindusct n_gvent=do_kgin

Report Selection

Salectad Report:
Curt.aff Date:
Cost Center:
Total Changes:
< Back ] Hare ] Save |

I core

The repor you have moguesied has 2 mme count ef: 156

sk Gantar Dedeil Raport
31-dAR-2003

Dy o] coemipdiete

ez £

=  Diowrdisd Complate

St
CCOataiRapodl oy fron 204 196 242 38

ZT0KENT 3oz
Doredoad o CAlceomants an . \OC Dtz iPapol con
Transfer 1ba: 2 0KBsSes

T Cloms iz cislng b when doevrdnsd complsiss

DOpe ] I:ImenlelTl

Dorrladed:

[ ] JMSTRATION, BATON ROUGE

31,4355

:' 7 .

st | A G HEL | Sk Bt S | B, | B, [[bowosd hqg&gggq@g;a; St
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J. A spreadsheet will appear.
K. Expand the column(s) to view the data without truncation. To expand the columns to fit
the data, click the Select All button and then double-click a boundary to the right of one

of the column headings.

Ed Micrnsnft Bucel - CEDetailenort R
|EN e Ee ve Dawt Fumal Tods [aa fnde Hen =2 x|
'DI#EI:}EEH* LPBET o -o- @ EHH @B B jado D == xE -84 7
= = SHTT0
A e e ] O e ] P e i e e e | e e i e e e NV oo Lo e e
| I limmrkory ¢ dlocation. dlocation, change s & cal_dural diaed_nu placa_call pany cal :h:r\gn x |r|m-n|n|_]| ilem_data caling_nu callng_pl. S=_Unils san dusc o
? A1 STARDAR null 1.3 5ME-HE NEWDRLE null 006 nul 0000 2 Z5E+HE null 0 null
=L ISEHII 41 STARNDAR null 0.4 9EREHE BOSALUE null 0.05 null 17:00.0: 235E-HE null O null
| 4| 225EHE 56 ELIPPORT #laME? | O null null null 014 null SF:00.00 null null | 0 null
5| 2.5EH8 56 BUPPORT #laME? 0 null null null 006 null Sr:00.00 null null 0 null
B | 25EHE 96 SUPPORT MSME? O null null null 0 null E7:00.0/ null null O null
& | 25EHE 1 DAL TOMEDIGITAL & 0 null mull ol 25 null 0000000 il null | 0 il
B | 25EHE 1014 TONETALS FEA O null full fnull 30 null [0:00.00 null null O null
g |2 5EHE 1/ DLBL TOME WIJ=EIC Ok O null null null 2 null 00:00.0: null null O null
_‘_I!Il_i 2 SEHE EWOICE PRKWED INTE 0 null mull null 15,75 null 0000000l null 0 muil
" iZ.EEi{E‘ 41 STAMDAR null 0.6 6.06E+H1E HEY CRLE null D.0d null 40:00.00 2.25E-HE null O null
12| 2 5EHE 44 STARDAR null 0.5 2 E7E+8 INTERSTA null 0.05 null 29:00.0 2. 25E+08 null 0 null
13 2 35EHE A4 STARDAR null 3.4 2 REHE INTERSTA null 022 null EF.00.00 2 25EH8 null 0 null
14| 2Z5EHE 56 SUPPORT MAME? D null null null 0.29 null 57:00.0/ null null O null
|16 2 25EHE 56 SUPPORT #anE? 0 null mull null | 0.06 | null _ &r00.0;null mull | 0 null
6| 2 SEHR 56 BUPPORT #mlAME? 0 null null null 0 null 500,00 null null 0 null
7| 25EHE 56 SUPPORT AMeMER O null null null 0 null E7:00.0 null null O null
| 16| 2 25EHE 1 DAL TOMEGUISTCM | 0 null null null 16.5] null 00000 null null | 0 mull
19 2.5EHE A1 STARDAR null 7.9 9 ESEHE HAMPOMI null 0BT null 16:00.0 2. 25E+8 null 0 null
A 2 5EHE 5 SUPPORT MAME? D null null null 0.08 null &7:00.0; null null 0 null
21 2 SEHE 6 SUPPORT #amE? 0l mull nyll 0 null 570,00 null nyll 0 null
2| 2. 5EH\ 1 Ol TONEBASIC CL D null full full 16.5 null 0000 null full 0 null
29| 2 5EHE 56 SUPPORT #hlaE? D null mull null D.06 null E7:00.0! null null 0 null
2| 2 SEHE 1/ DLAL TOINEBASIC Gy 0 null null null 6.5 null 0000000l null 0 muil
24 | 2 SEHE 41 BTARDAR null 0.6 3 1BE-+HE MOMROE null 0.06: null 54:00.0 2. 25E-+HH null 0 null
| 3 | 2. 25EHE 41 STAKDAR null | 0.6: 3.1BE+08 WICWROE  null 0.0& null 1r:00.0 2 2BEHE null | O null
27| 255EHB A1 STARDAR null 2 5. 06EHE NEWORLE null 013 mull 42:00.0 2. 25E+HB nuil 0 null
8 | 25EHE 41 STANDAR null 0.7 5.06E-+HE NEYW ORLE null 0.0E null 45:00.0 2. 25E-HE null O null
|28 2 S5EHE A1 STARDAR null | 0.5 3.3BEHE CROWLE null 0.0 null E3:00.0 2 Z5EHE null | 0 null
30 2 SEHE A1 STARDAR null 0.5 3.38EHE CROWLE" null 0.0 null 54:00.0 2.25EHE null O null
31| 25EHR 41 STARNDAR null 1.7 AFEHE LAE CHF null 017 null 43:00.0 2 35E-HE null O null
|| 2 25EHE 41 ETAMIAR null | 0.9 5.[6EHE HEW CRLE null | 006 null _48:00.00 2 Z9E-HE null | 0 null
|35 2.25E-HB 41 STARDAR null 0.4 9.EEE-HE HANTOMI null 0.03 null Z00.0 2.25EHE null 0 null
3L 2 REHE 41 STAKNAR null 12 3FFFEHE | K CHARL null MR ||III m-nn N3 25FHE ol I nnf
4k M\ CCDetzilR eport (£} m_l
| oo [ | oupestapes- . w O OE AR M- 2-A-==g0g -
Faady 1 e i

stont] | £ 5 0 L Iﬂﬁﬁf_jﬂ____!_@_mjﬂ___]ﬂr___]ﬁ %iﬁﬁ&!ﬁﬂ#ﬂ@&il A5 P
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DR SRY|[iREed o--- @Zafi Bam -B.jav-[ng ==sx|E -5-A- 7

[134 =] = pulf

e | E [ R ]
| I |immrkory_numbar alo-c:lm-n aloc:lu:-n desc charge_deccriplion | call_duration | diaked_rumber | placa_caled _party_call’
2 rczeE M| 41 ETAMDARD LING TR DAY null | 13 S144F3A004 NEWORLEANELA  rull

3 24RO 41 ETAMDARD LIMNC INTRA DAY null | a4 S957351322 BOGALUSA LA rull
L4 e e 56 EUPPORT SERVICES FEE ] FlAME? | Ol Tl rll
|55 NI 96 CUPPORT SERVCES FEE #IAMEY | 0 nul rll Tl
B rroxl i) 56| SLIPPORT SERVICES FEE WIAMET | 0 nul rull rull
e 2252 T4 1 DAL TOME STANDARD RATED MR DIGITAL CLASS | 0/ nudl rull Irull
B ZA342TTIM 1 DAL TONE STANDWAAD RATED MRC TALS FEATURE | 0 nuil [l il
] 2RI 1 DAL TOME STANDARD RATED MRC WLISIC OM HOLD 0 nul rull rull
| ot Ry B WICE PROCESSING 50 MRC WED INTEGRATED £ 0 nuil il rull
n 24T 41 ETAMDARD LIMC INTRA DAY null 0B 5145555035 NEWCORLEANSLA  rdll
12 25477704 44 ETAMDURD LINC INTER DY null & JSERT 130 | INTERETATEAL rull
MES przel ity dd STAMDARD LIKC INTER Dy null | 34 A PADATETZ INTERETATED: rull
4 EAEE R 96, BUFPORT SERVICES FEE WIAMET | 0 nul [rull rull
|15 22T 56 SUPPORT SERVICES FEE ] FARE? 0l il rudll
6 TR 05 CLIPPORT SERVICES FEE #IEMEY 0l rull rull
w AT o6 SUPPORT SERVICES FEE #HLAMET 0 nul null rull
REN £203427RET 1 DAL TONE STANDARD RATED WAL GUETOM CLASS | 0 nudl __jhull il
| 19 OEIADEET 41 ETANDULAD LG IRTRA Dy null | ] CEERL A0 HAMMORD L rull
A EI4TFEET 56 SLIPPDRT SERVICES FEE WIAMET 0 nul rull rull
Fis 2253427RET o6 BJPPORT SERVICES FEE HAME? 0l Tl rull
2 2A34239002 | DAL TONE STANDWMRD RATED MRC BASIC CLASS 0 nul rull il
| 253426002 56! SLIPPORT SERMVICES FEE #LAMET 0 nul rull rull
| 24 225345367 1 DAL TONE STANDARD RATED MRL BASIC CLASS | 0 rull il
il AIAAET 41 ETAMDARD LINC INTRA DAY null 06 J1E3EI316S MONROE LA rull
| 96 2R345ET 41 ETAMDLAD LIKC INTRE DAY null 0.6 IEFFISIES|MONROE LA rull
2 Z2IAIEAET A1 ETAMDARD LIMC INTRS Dy null | 2 S04 NEMCRLEANSLA  ull
i | ZEIEAET 41 ETAMDARD LIMNC INTRA DAY null | a7 047337395 NEWVWORLEANSLA.  rull
=2 2534265367 41 ETAMDARD LIMG INTRA Db null | a5 J3F78A7642 GROMALEY LA rull
| 30 CNIEET 41 ETAMDARD LIRC INTRES DAY null | 0.5 JATTEAGAZ CROWLEY LY il
EL ZHI4XEAET 41 ETAMOARD LIMNC INTRA D&Y null | 1.7 JIFFI097? |LAKE CHRLSLA il
|3 223426967 41 ETANDARE LING INTR:, Db null | n.g S04BG I NEWORLEANELA  rull i
=] ZAR343ET 41 ETAMDARD LIMC INTRA DAY null 04 SEEBMIETTT HAMMORD LA, rull B
3| PHAFART A1 STAMMORC | IME INTRA DAY [l 1 13 FI74PRATI K THARI FSI
(4”4 "% vl CCDetailR eport : 14| e
|mm br G| mupocbopee~ . w OO E @ - d-A-= .-.-_-.ﬁlﬁ-!
== ] e ) ] )

iEMI!IMﬁ@ FEE | Sk ] Bk | Evee. | Bweec, | Siose. @ ol @FELSedT8 S8 1=m
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L. Format the item_date_time column to show the complete date and time calls were
placed. To format the column, click on the letter above the item_date_time column to

select it. Then choose Format from the menu bar. Choose Cells from the drop down

menu. Choose the Number tab, then the Date category. Select the Type that shows
both the date and the time and click on the OK button.

E3 Microsoft Excel - CCDetailReport.xls =181 x]
J@ File Edit Wiew Insert Format Tools Data wWindow Help Acrobat ;lilﬂ|
DSHe SR_RY AT o o (@ = A 2% S -7,
| aria -0 - B ZU|SESEE S %, WA EE|L-D-A
BE
K1 :l =| itern_date_time
E; | H | I | d L | Mo
| 1 | place_called party_called | charge _amount | inventaory _name | iterm_date time y calling_number calling_pla_'
2 |null rull 42,8 null O0:00.afnull null
| 3 |null null 0.29 null 06: 000 null null
4 |null rull 15 null 00000 null null
| 3 |null rull 19.958 null 00:00. 0 null null
| 6 null null 42,5 null O0:00-0fnull null
| |null riull 0.38 null 0&:00.0fnull null
| 8 null null 158 null Oo:00.anull null
9 |null rull 2 null 00:00.0fnull null
|10 | null null 0.03 null 0600 null null
11 |null rull 3 null O0:00.0fnull null
| 12 [MEWY IBERIALA, null 0.04 null 01:00.0 2252190085 null
| 13 |null rull 0.5 null O&:00.0fnull null
|14 |null rull 100 null 00000 null null
| 15 |ALEXANDRIALA, null 0.07 null 34:00.0 2262190085 null
|16 |null rull 0 null D00 null null
|17 DA null 0.37 null 14:00.0 2262190470 null
|18 |null rull 0.08 | null Of:00.0fnull null
| 19 |NEWORLEANSLA, null 0.13 null 37.00.0 2262190470 null
| 20 |null rull 0.55 null O&:00.0fnull null
| 21 |NEWORLEANSLA, null 0.03 null 33:00.0 2262190470 null
| 22 |NEWORLEANSLA, null 0.07 null 30:00.0 2262190470 null i
[« [¥ bl CCDetailReport : e -
Ready | Eum=37i79066.02 | | [
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Format Cells

Murnber |.ﬁ.lignment | Fonk | Border I Patterns | F‘r-:utectiu:unl

Category: —Sample

zeneral ﬂ item_date_time |
Murnber

CUrrency Tvpe:

.ﬁ.ccuuntini 14-Mar _ﬂ
: 14-Mar-95

e 14-Mar-98

Percentage Mar-98

Fraction March-08

Scientific March 14, 1995

;E:‘t. | 5/14/95 130 P =
ReCa 3/14/98 13:30 =
Cuskarn l‘ it

Date Formats display date and time serial numbers as date walues, Use Time
Formats to display jusk the time porkion,

2

| 8] 4 I Cancel
E3 Microsoft Excel - CCDetailReport.xls =181 x]
J File Edit Wiew Insert Format Tools Data wWindow Help Acrobat ;lilﬂ|
DEELESRY $BBY - (@ 48 @60 -0,
| rial -1 - B JUSE=EE 6%, WA EE -
BE
K1 j =| itern_date_time

E; | H | I | d L | fl j
| 1 | place_called party_called | charge _amount | inventory _name | iterm_date time j calling_number | calling_|
2 |null rull 42,8 null 53103 12:00 Ahfnull fiull
| 3 |null null 0.29 null 5/31/03 7:08 Phfnull rull
4 |null rull 15 null 53103 12:00 Akdfnull fiull
| 3 |null rull 19.958 null 93103 12:00 Abdfnull rull
| 6 null null 42,5 null 5/31.03 12:00 Ahdfnull null
| |null riull 0.38 null 531/03 7:08 Phjnull riull
| 8 null null 158 null 5/31/03 12:00 Ab|null null
9 |null rull 2 null 5/31/03 12:00 Ak null fiull
|10 | null null 0.03 null 5/31/03 7:08 Phfnull rull
11 |null rull 3 null 53103 12:00 A null fiull
| 12 [MEWY IBERIALA, null 0.04 null 478103 5:07 Ahd 22521580089 null
| 13 |null rull 0.5 null 53103 7:068 Phdjnull riull
|14 |null rull 100 null 53103 12:00 A null rull
| 15 |ALEXANDRIALA, null 0.07 null 4721103 2:34 PM 2252150085 null
|16 |null rull 0 null 5f31/03 7:06 Phdjnull riull
|17 DA null 0.37 null 411103 8:14 AM 2252150470 null
|18 |null rull 0.08 | null 62103 7:06 Phjnull riull
| 19 |NEWORLEANSLA, null 0.13 null 4f23/03 3:37 PM 2252180470 null
| 20 |null rull 0.55 null 53103 7:06 Phdjnull fiull
| 21 |NEWORLEANSLA, null 0.03 null 423003 10:33 A 2252150470 null
| 22 |NEWORLEANSLA, null 0.07 null 4/23/03 11:30 AM 2252150470 null

4] 4| » M}, CCDetailReport

Ready
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